Job Application Pack
Site Manager

Welcome
Thank you for considering Ridgeway Secondary School. As a school we
know how big a decision to make a career change can be and want to
ensure we can give candidates a flavour of the school they could be a
part of. We appreciate the time you spend considering the post and
subsequently look forward to receiving your application. We hope that by
reading the pack below and familiarising yourself with key documents that
you are able to make an informed decision about the role.

Small School

Big Family
We are a small school of 360
students with big ambitions and a big
future. We converted to a secondary
school in 2015 and have worked
tirelessly since then to become what
we are today, a small secondary
school where students can achieve
big results. Students at Ridgeway
are happy, polite and well behaved,
supported by their peers and a
pastoral system which nurtures and
guides students

to make good decisions and gain
experiences that prepare them for
the world of work and later life.
There is something about being at
Ridgeway, maybe it comes from
being a small school and the
advantages that brings for students
and staff in forging positive
relationships and friendships. We are
a small school, a friendly school,

a big family. Ridgeway is about
people. It is a place where we know
our students, our staff and where
every single person counts and is
recognised for making a difference
to our success. We hope that by
reading our prospectus and visiting
the school you will gain a sense of
what it means to be at Ridgeway.
We look forward to welcoming you.

Vacancy Details

Site Manager
NJC SCP 5 £22,571
37½ Hours per week
Normally worked 7.00am – 3.00pm during term time with flexibility during
school holidays.
Holidays: less than 5 years’ service 25 days a year plus bank holidays, more
than 5 years’ service 30 days plus bank holidays, to be arranged during school
holidays in agreement with the School Business Manager and Headteacher.
Starting ASAP
Closing Date: 24th June 2022
Ridgeway Secondary School is seeking an energetic, hardworking and resilient person to join our support team.
You will play a crucial role in supporting the personal development and academic achievement of our students by
being responsible for all aspects of site management. It is expected the school will double in size in the coming
years, so support provision will expand and the opportunity for further development is highly likely. Ridgeway is
due to join the Shires MAT in September 2022, partnering with Studley High School and local primaries, so full
support and collaborative working will be available to the successful candidate.
The role will support wider development and would suit candidates with experience of working in a school
environment or with young people. Ridgeway is a small secondary school with 360 students on roll, so talented
colleagues can make a huge impact and contribute to whole school ethos.
Following a poor OFSTED judgement in 2021 the school is rebuilding and under new leadership and direction is
progressing with its vision to return to being the school of choice locally. Students are polite and courteous, and it
is hard to communicate effectively just how much potential for excellence there is within the school. This is an
exciting time to join our school community and make a real difference to a school that is improving rapidly.
We would welcome potential candidates to come and visit the school and gain a sense of what it means to be a
part of Ridgeway.
Interested candidates who wish to have an informal conversation about this role are welcome to contact
Matthew Ball, Interim Headteacher. Further information, including job description, person specification and
application form, are available from the school website www.ridgewaysecondary.org.uk, alternatively please
email slt@ridgewaysecondary.org.uk
Ridgeway is an equal opportunities employer, and all appointments are subject to appropriate checks for child
protection and safety. Applications should be made via the Ridgeway application form addressed to the Mrs M
Evans – PA to SLT.
Appointment will be subject to references and an Enhanced DBS check in line with school safeguarding policy.

Job Description
Title of Post: Site Manager
Salary Scale: NJC 3 SCP 5 £22,571
Responsible to: School Business Manager / Headteacher
Purpose of Post:
To be responsible for all aspects of site management including a range of duties associated with the school
buildings and the grounds. This includes security, cleanliness, porterage, monitoring contracts/contractors,
routine maintenance and refurbishment, minor repairs, advising the SBM/Headteacher/Governors on suggested
improvements to the general school environment and to carry out pre-planned maintenance programmes.
General responsibilities and duties:
• To ensure that management and maintenance of the school buildings and environment are effectively
undertaken.
• To undertake repairs and DIY projects.
• To analyse site surveys and advise the Leadership Team and Governors regarding a programme of building
maintenance and improvements.
• To be responsible, in association with the Deputy Head Teacher, for the health and safety of the site
• To monitor the performance of the cleaning staff, in line with the SBM to ensure a clean, tidy and wellmaintained school environment.
• To continue to develop own skills and knowledge through participation on appropriate training courses as
identified.
Specific responsibilities:
Premises Management
• To monitor the day to day maintenance, repair and cleaning of the school including carrying out minor
plumbing, carpentry, painting and general building work.
• Inspect the outside fabric, all fences, gates, walls, steps, lights etc and repair as appropriate.
• To advise on and carry out a rolling programme of redecoration and refurbishment.
• To order and supervise repairs and act as project manager for small maintenance contracts and improvement
schemes, ensuring best value is received.
• To develop and maintain appropriate monitoring procedures to ensure that the school site is kept clean, safe,
in a good state of repair and stocked with necessary supplies.
• To carry out regular checks and inspections of the premises, equipment and grounds, keeping accurate
manual records where appropriate.
• Oversee schedules and routine maintenance liaising with and monitoring contractors and suppliers as
necessary.
• To keep identified flower beds and tubs in good order.
• Supervise the gardening contractors when required for individual tasks eg pruning to ensure site is
maintained to a high standard.
• Act as a contact point and liaise with visiting contractors as may be necessary to minimise disruption on
teaching and learning and maintain safe working practices.
• Ensure all toilets are supplied daily with toilet rolls and soap.
• Ensure all hand dryers are in working order.
• To be the first point of contact for the contract cleaners and to monitor the cleaning contractors to ensure
they are working efficiently and effectively to maintain the site to a high standard.

Security
• To be responsible for the security of the premises liaising with police and other emergency services in respect
of this if necessary.
• To be responsible for locking and unlocking the school during term time and closure periods.
• To ensure that at the end of the day all windows and doors and gates are locked and all security alarms are
set and working correctly.
• Reporting acts of theft or vandalism to the Deputy Headteacher/Business Manager and/or police as
necessary.
• To regularly check, security devices, fire appliances, CCTV systems and alarms.
• To ensure the fire call points, fire doors, intruder alarms and emergency lights are regularly checked, and
records maintained.
• To carry out half termly fire drills in conjunction with the Headteacher.
• To monitor, report and advise the SBM/Deputy Head Teacher on all security matters.
• Responding appropriately to emergencies, liaising with the emergency services including calling out as
required.
• To act as main key-holder for the school call-outs.
• To be available outside school hours to lock up after school events eg parents’ evenings in line with the school
calendar.
• Any additional hours that may be required to be worked should be agreed with the Headteacher and School
Business Manager in advance.
General Site Duties
• To monitor the school heating and hot water system.
• To ensure the school is kept clean and tidy and is conducive to learning e.g. litter picking and leaves, removal
of graffiti.
• To ensure halls and other meeting rooms are set out and cleared away as required for meetings and other
events e.g. stage for plays, tables for community groups.
• To ensure all tools and cleaning products are stored correctly and are not accessible by pupils and that
hygiene standards and regulations are met.
• To provide a porterage/furniture moving service as required in order that the school activities can proceed
and that the entrance of the school is always clear and welcoming.
• To ensure routine service checks on all serviceable equipment are carried out and appropriately documented.
• To ensure light bulbs are changed as necessary and fittings maintained appropriately.
• Synchronise clocks, time switches etc as required.
• To carry out emergency cleaning if required during the school day which cannot be left for the cleaning staff.
• Keep entrance to school, inside and outside, clean and clear of obstructions at all times.
• To ensure working practices of the cleaning team comply with current legislation.
• To provide safe access to school in the event of snow, ice, flood.
• Clear leaves, moss as appropriate.
• To have knowledge of the location of all water and gas stop cocks and mains electricity power breakers etc
• Ensure removal of waste to appropriate disposal points.
• To support the system for lettings of grounds and buildings by maintaining all aspects required. Lettings must
be carefully monitored regarding security and keys must not be passed to any outside body, locking and
unlocking of areas let is the responsibility of the Site Manager.
• All duties to be carried out in compliance with the Health and Safety at Work Act.
Health and Safety Compliance
• The post holder will be expected to observe safe working practices in carrying out the required duties and
ensure that instructions specified by technical consultants, contractors and manufacturers are adhered to.
• Have an excellent working knowledge of the school’s own procedures and risk assessments.
• Ensure school compliance inspections, such as weekly tests, are conducted and recording folders are kept up
to date and are accessible to the School Business Manager and Headteacher.
• Ensure manufacturers and COSHH regulations are complied with in the mixing, use and storage of cleaning
materials.
• Regularly checking and ensuring emergency exits are not obstructed.
• Inspect all outside areas for dangerous materials and remove – including external emergency cleaning of
spillages.
• Comply with the requirements of the Health and Safety at Work Regulations.

Administration
• To play an active part in the maintenance of the school’s equipment and plant inventory.
• To place orders, via the school office, for items of housekeeping ensuring stock levels are maintained
• To order items as required for repairs and maintenance work, using the established internal order
procedures.
• To maintain a log of inspections carried out as necessary.
• To seek quotes for specific jobs identified in consultation with SBM and Deputy Head Teacher.
• To establish and maintain a list of repairs and improvements where staff are able to log any issues.
• To maintain an audit of all tools and equipment, their state of repair and where located.
• To carry out regular H & S inspections and risk assessments where necessary.
• To monitor and report on the condition of the school minibus and to arrange regular cleaning of the interior
and exterior of the vehicle.
• To undertake daily and weekly checks on the vehicle.
Staffing
• To take part in the school’s staff development programme by participating in
arrangements for further training and professional development.
• To continue personal development in relevant areas and in line with whole school priorities.
• To engage actively in the Performance Management Review process.
• To work as a member of a team and to contribute positively to effective
working relations within school.
Commitment to Safeguarding Children:
• Promote and safeguard the welfare of children and young persons you are responsible for
or come into contact with by:
• Having excellent knowledge of the school safeguarding policy and procedures regarding child protection.
• Be aware of the signs and symptoms of abuse by attending relevant safeguarding training.
• Understanding and support the school by attending training relevant to current national safeguarding issues
such as The Prevent Duty, Child Exploitation, Female Genital Mutilation.
• Report all causes for concern to the Safeguarding team using detailed and accurate information.
• Ensuring the safety of all students in the school learning environment both indoor and outdoor.
• It is a requirement of all staff to report any actual or potential risks to the safety or welfare of students to the
Designated Safeguarding Lead (or in the case of staff to report to the Headteacher).
School Ethos:
• To play a full part in the life of the school community, to support its values and ethos and to encourage staff
and students to follow this example.
• To promote actively the school’s corporate policies.
• To comply with the school’s Health & Safety policy and undertake risk assessments as appropriate.
• To comply with the school’s GDPR policy.
• To comply with the school’s Code of Conduct for employees.
Equalities:
• To understand and comply with the Equality Information and Objectives Policy.
• The Trust is committed to the promotion of equal opportunities and diversity.
Whilst every effect has been made to explain the main duties and responsibilities of
the post, each individual task undertaken may not be identified.
Signatures
The school will endeavour to make any necessary reasonable adjustments to the job and
working environment to enable access to employment opportunities for disabled job
applicants or continued employment for any employee who develops a disabling condition.
This job description is current at the date below but will be reviewed on an annual basis
and following consultation with you, may be changed to reflect or anticipate changes in the
job requirements which are commensurate with the job title and grade. The job description

should be seen as enabling rather than restrictive and will be subject to regular review.
Special Requirements
An enhanced Disclosure and Barring Service (DBS) check and references will be
requested in the event of a successful applicant. Where applicable, a prohibition from
teaching check will also be completed.

Signed …………………………………..
(Issued by - Headteacher)

Signed …………………………………….
(Received by – staff member)

Dated ……………………………………

Dated ………………………………………

Site Manager: Person Specification
Education and Qualifications
Qualifications in Maths and English.
Higher level qualification in a relevant subject, e.g., HND/City & Guilds
Health & Safety qualifications, including IOSH Working Safely.
Relevant qualification or training in First Aid.
Commitment to personal/professional development.
Experience
Previous experience maintaining a commercial building, building services,
equipment, etc.
Previous experience working in schools as a Site Agent, Supervisor or Caretaker.
Experience managing and maintaining health & safety in a commercial
environment.
Experience managing small building projects and supervising external contractors.
Experience of fire alarm testing procedures and drills.
Basic training and/or sound experience in one or more of the following: general
maintenance, plumbing, electrical/building maintenance, heating systems, grounds
work.
Experience or expertise in DIY.
Experience with gardening maintenance.
Experience of security systems.
Ability to drive and hold a clean driving licence.
Proven experience of working with children and young people.
Experience of working with external agencies.
Knowledge and Understanding
Knowledge of Safeguarding and other child-related legislation.
Knowledge of health and safety legislation/regulations.
Knowledge of fire regulations.
An understanding that the needs and safety of the children and staff are of prime
concern.
Knowledge and understanding of school procedures.
Understand GDPR legislation.
Skills and Attributes
Ability to establish good working relationships.
Willingness and ability to embrace change.
Basic skills in the use of ICT in particular Microsoft Office packages
Excellent interpersonal and communication skills.
An ability to work towards deadlines with high levels of accuracy.
Ability to organise and prioritise a range of tasks.
Ability to work individually and as part of a wider team to meet shared objectives.
Ability to be proactive and work on own initiative and manage own workload,
within a budget.
Ability to present information clearly and concisely to prescribed formats.
Personal Qualities
Highly motivated and proactive in approach.
Enthusiastic and committed to support others beyond the school day.
Reliable.
Team player.
Display calmness under pressure and have a sense of humour.
Quick to adapt and take on new initiatives.
Personable and approachable.
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Fit and able to carry out duties.
Ability to deal with some manual handling.
Ability to work at high levels with appropriate equipment.
The ability to recognise and identify problems.
The ability to record and pass on information accurately.
Ability to be discrete and understand professional boundaries.
Ability to maintain appropriate relationships with young people.
Other Requirements
Enhanced DBS Disclosure.
Ability to understand and demonstrate a commitment to equality and diversity.
Appropriate level of safeguarding training.
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Desirable

Small School

Big Ambition
What do we stand for?
Our mission is to develop the whole person and we are committed to Ridgeway
360° for all our students and staff. Ridgeway 360° is at the heart of what it
means to be at Ridgeway and underpins everything we do both inside and
outside the classroom, developing young people and staff academically,
mentally, physically and socially so that they leave our school a fully rounded
person, equipped to meet the challenges of the next steps they take.

Small School

Big Results
Academic Excellence

Creating an ethos of personal development and high
standards enables our students to achieve academic
success. Students and staff work hard and teachers use
the latest evidence-based research to ensure knowledge
and skills are embedded in the long-term memory. The
curriculum and the lessons within it are carefully planned

in a sequence that is most conducive to retaining and
applying information. As a result, our students achieve the
highest possible grades at GCSE and make excellent
progress, significantly above national expectations from
their starting points. They go on to study a wide range of
courses at the very best 6th Form providers and colleges.

Small School

Big Opportunities
Curriculum
The curriculum at Ridgeway is central to our aim to
develop the whole person. It is broad and varied,
offering students the opportunity to learn and develop
key learning skills and a depth of knowledge across a
range of subjects as they journey through the school.

By coherently planning and sequencing each stage in the
learning journey students benefit from a knowledge and
skills rich curriculum that aims to develop all students
regardless of their starting point or disposition.

In Key Stage 3, students develop new skills and refine
those that they have already learned. The Key Stage 3
curriculum lasts for 3 years, giving students the opportunity
to study subjects in greater depth and develop the skills,
knowledge and understanding required to be successful at
GCSE in Key Stage 4. The Key stage 4 curriculum has

been broadened and offers a rich blend of subjects tailored
to the strengths, interests and needs of the cohort. At the
end of Year 9 students are selected to study the separate
Sciences of Biology, Chemistry and Physics. We believe in
offering subjects that allow a wide range of pathways and
progression for our students in the future.

Small School

Big Futures
Careers
At Ridgeway, careers education is not an ‘add on’ to
education, it is a key component of everything that we do.
Within subject areas, careers education is embedded into
the curriculum allowing students to see different career
options within the context of their lessons.
All students receive at least one 1 to 1 careers guidance
appointment from a level 6 qualified careers adviser. This
helps everyone to explore a range of different pathways for
success after Ridgeway. This is also done through
PSHCE, as each year group have dedicated lessons to
develop skills to prepare them for their future careers.

We care about every individual being successful,
not only while they are at Ridgeway but also long after
they have left.

Small School

Big Heart
Pastoral
At Ridgeway, we offer a bespoke
and specialist level of pastoral care
to meet the different needs of each
student. Our well-equipped and
highly trained Student Services and
Reconnect teams work tirelessly to
ensure our students can be safe,
happy and engaged with all that
school life has to offer.
The team is made up of key stage
leaders responsible for each key stage
in the school: their role is to monitor,
challenge and support everything from
welfare and attendance to behaviour
and mental health. Alongside this we
have a dedicated student and family
support worker who forms a support
system around the child by engaging
with parents and carers, the student,
the school and appropriate external
agencies to reduce or break down any
barriers to learning that may arise.

Ready,
Respectful,
Safe
The three words that every
Ridgeway student knows are ready,
respectful and safe. Quite simply
these are the words that underpin
every desirable behaviour that the
school expects. With these rules it is
easy to reinforce the high
expectations we have as a school.
Ready: this refers to anything
from attention, uniform,
equipment or punctuality.
Respectful: relates to communication
and interaction with the school
environment and all of those in it.
Safe: ensures we have an emphasis
on maintaining a calm and safe
environment for all to flourish.

Small School

Big Experiences
Personal Development
At Ridgeway we deliver a broad and
extensive Personal Development
curriculum within form time. This
time is spent developing each
student in our four pillars of
development: Academically,
Socially, Physically and Mentally. In
this time students will cover topics
ranging from how to stay safe online
and making healthy friendships to
leading an active life and how to
reduce stress and study effectively.
In addition to the Personal
Development curriculum, we also
offer an extensive enrichment
programme to all students every
Thursday afternoon after school.
These sessions have a link to one

of the schools’ pillars and activities
include everything from learning an
ancient language to self-defence.

Alongside this, students have
access to extra-curricular clubs
in other areas across the week
from competitive sport and
activities to music and the arts.
At Ridgeway we understand that
learning about who we are and
developing as a person does not just
happen in the classroom. There are
those priceless experiences that we
all remember from our time at
school. The residential trips, visits
and sports fixtures that build
character and forge memories that
stay with us until today.

As students’ progress through the
school, they have opportunities to
take advantage of trips and
experiences outside of the
classroom. Ski trips, residentials for
outdoor activities, foreign exchange
visits, sports tours, museum visits
and theatre performances all feature
in the programme. The school also
offers the Duke of Edinburgh Award
to its students from Year 9 onwards
with students achieving both bronze
and silver levels of the award.

Thank you for your
consideration of this post

Ridgeway Secondary School,
Evesham Road, Astwood Bank,
Redditch, Worcestershire B96 6BD
Tel 01527 892867
Web ridgewaysecondary.org.uk

